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Report for the year/period ONAING ..ttt it e et
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Personal Data

T -1

Part -1

(ﬁam/ﬁﬂmmma;ﬁéﬁamm&@mmmam
(To be filled by the Administrative Section concerned of the Ministry/Department/Office)

2. | SeAffX (Revera) ........ Y I By R

4 |ooEe 38 F wod g B o | R BE sitimecemssesn

Date of continuous appointment in the Date ......ccooevvrene. Grade...............
present grade

5 | 3w 3w &7 aw iR weTH o ar IFEY 1 9= 3 adw, DY de9g ©

Raeiha safer & alosr weg &) Name of Officer& Date from which attached

Name of Officer with designation with whom
attached during the period under report

6. | =¥ & ke oFY, wRETT sty W <
FROT T W IEARA A Ity

Period of absence from duty on leave,
training, etc. during the year




HRT 2 - ¥ #Hegieel
Part 2 - SELF APPRAISAL

(35 FOF g oWy Se, ek RO oy sl )
(To be filled in by the Officer reported upon)

(o SR ST F TE el F AT ug )

(Please read carefully the instructions before filling the entries)

B H v, ST T30 & SR 379 g7 B A0 R T EREE 99
(W8T e 100 wwsal aF WfFT = AR

Brlef resume of the work done by you during the year/period from ............. {0 JPRRRRRR
(The resume to be furnished should be limited to 100 words) '

2. Y AE MY, T Ageaqet seaw Iuatert Wr gt AR 3 s = e @

Please also indicate items in which there have been significantly higher achievements and your
contribution thereto.

3. Fwr FA A FW F AT 39k grr Bv av st F R i 5w SR, 3f 98,
I WA F FATC

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. FIO @Y F T IEEA FAUR a f IEw wEfy O s Rawoh Baa adw

I FAUST O & 15 F 31 Al aF AT I & TE A | IR AF, A Rawoh ot
] Fr g & ane |

Please state whether the annual return on immoveable property for the preceding calendar year
was filed within the prescribed date i.e. 31* January of the year following the calendar year. If
not, the date of fillng the return should be given.

AT / PIACE : wvoveeeerrereerenereroreones 39 A0 & geani e e @ s
f&Hi® / Date:....ocoovennn Signature of the officer reported upon




ST 3 -~ et
Part 3 - APPRAISAL

1. = QO e arer 30l 9e2 F B v Rator § @gAd &7 I a9, & sweR

frg @A T § 3R gEF AT FROT §?
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. Rur fores ooy i grT e aenfAar i wiftadh S @ iAo R Fven S
1-10 YA IR g1l WfRT F3rTe 1 & arcad foe=ia s #Ife & 3R 10 &7 aead 3Taad HfC Y |

Numerical grading is to be awarded for each of the attribute by the reporting authority which
should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest.

(Foar wfafdar sRa & O Rrm-fAdelt F camgEe 19)

(Please read carefully the guidelines before filling the entries)

(@) “fpT T FE" FT Hpdiche (B8 @S H aveis 40 gl )

(A) Assessment of work output (weightage to this Section would be 40%)

Fife / Grading

i) @ aorEar AR SATEAIRE e HE

i) Quality of work and level of professional skill

i) 1 3R TR I AT IR FITS-TH F T 7 =i i aor

il) Trust worthiness in handling secret and top secret matters and papers

iii) ST Sy &7 TR T d5H, FRITERT S ¥ HE T FHers-T3 & gA@T
G T T

fii) Maintenance of engagement diary and timely submission of necessary papers
for meetings, interviews, etc. '

iv) JrTeiEs e @ R fea ST fsafies e @

iv) Accomplishment of exceptional work/ unforeseen tasks performed.

“fhT a0 FE A THT B (F [ iv)/4)
Overall Grading on 'Work Output' (Total [i to iv] /4)




(@ afthw IOl &1 AeaiTw (30 GUs H avoly 30 g gl

(B) Assessment of personal attributes (weightage to this section would be 30%)

&HIfE / Grading

i) e & sy arfrgRY
i) Aftitude to work

i) g, Segar 3R Fgere

i) Intelligence, keenness and Industry

iil) TR FAT IGAT
iii) Maintenance of discipline

iv) el s et

iv) Sense of responsibility

v) HEIYOT FivTer

v) Communication skills

) S o

vi) Leadership qualities

vil) & F FRF ey Hr Qegar

vii) Ability to work in teamn

vill) 3T T e &1 7 2= i Aegar
viii) Ability to meet deadline

“dafthe IUil” B T PR (T [ viil/s)
Overall Grading on ‘Personal Attributes’ (Total [i to viil] /8)

(1) FRTHF SR W Fpdie (TH TS F ReNE 30 wfAa gl

(C) Assessment of functional competency (weightage to this section would be 30%)

#fe / Grading

i) e e foraT, Talt % gy, SRTT fAERoT T FRie S AR e A Feaar

i) _Ability to draft notes, letter minutes, briefs and ability to prepare summary etc.

i) PIRATRF ST JA F Fr NTgar
iy Strategic planning ability

i) IREqRe Heer

iii) Inter-personal relations

iv) UReqq degar

iv) Coordination ability

V) TR FO, et SR Sxene e FE o ST & A1 ARl
_v) Effective liaison, Initiative and tact in dealing with telephone calls & visitor

vi) Fefeey wdaTiat & Ry 7o 395 ORT Fe S degar

vi) Ability to motivate and develop subordinates

“FRicHS SR A FHT R (TF (1 iv 7h)/6)
Overall Grading on 'Functional Competency’ (Total [i to tv] /6)

Roaolr: wor AR & 78 R F g F, gEH F TS G F AT W F S5 W)
ey gl

Note: The overall grading will be based on addition of the mean value of each group of indicators in
proportion to weightage assigned.
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HHART / GENERAL

T4
Part 4

1.

e ¥ Tk (5T FE AR )
Relations with the public (wherever applicable)
(F9T T Fr HOFEN TF g5 AR 3T IraeTFait & 9f swhr arghrmiear w ool @)

(please comment on the officer's accessibility to the public and responsiveness to their needs)

wRIEeT (e by A sl smEeTEEaT AR FERATT Y wE & AR WRT Y RwRer #Y)

Training {Please give recommendations for training with a view to future improving the effectiveness and
capabilifies of the officer)

e @ Rufr
State of Health

gt (FrREdr @ gea@er w Rogelt #{)

Integrity (Please comment on the integrity of the officer)

R foreer ey e o 30wl & geg ot ik w7 7o, sruRYr syaREl, Aecqet HEE IR SASR
Tt & wfey @Y witw 30F wHar it F weaew F oRT T s (ST 100 eet )

Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the officer including area of
strengths and lesser strength, extraordinary achievements, significant failures and attitude towards weaker
sections.

RAE & HE-3 F @us &, @ AT 7 F & 7 a6lE & IUR W 10 & 9 R AT |IHT e
Overall numerical grading on the basis of weightage given in Section A, B, and C in Part-lll of the Report.

R e arer AR & gEAER
Signature of the Reporting Officer

T/ PlaCe :  woovrivveerrsroienns FIE FERT B T ¢ cooooeooooeeoeeoeeeeeeeesesesss

Name in Block letters: ..........ccovvviviiiieinnnns

Designation: .......cccvvvviiiiiieiiiiini e

Rt /Date : voeeerereceriiinns AE BT 3@ ¢ e

During the period of Report: ......................




3 / INSTRUCTIONS

mmmmmwmﬁwm*ﬁmﬁmmmm*mm
mm#m#m*mwmmmhm:meMMMW
mtmwmmmmmmﬁmﬁm*mwmmmammml

The Annual Performance Appraisal Report is an important document, it provides the basic and vital
inputs for assessing the performance of an officer and for his/her further advancement in his/her career.
The officer reported upon, the Reporting Officer should, therefore, undertake the duty of filling out the
form with a high sense of responsibility.

Mﬁmmm#ﬂ?ﬂmmmﬁmmHMﬂﬁmm?.mﬁm
memmnagwgkwmmaﬁamﬁmmmmmm
mmw.mm.mwmmmamm.mf%mmmﬁm
HEr RAE 3% vt & I @ s TR

Reporting Officers should realize that the objective is to develop an officer so that he/she realizes his/her
true potential. It is not meant to be a fault finding process but a developmental one. The Reporting
Officer should not shy away from reporting shortcomings in performance, attitudes or overall personality
of the officer reported upon.

¥ 7 Wt ¥ N oo ww Al o AR | Relie a7 amesfeers a @ Jrar soft it & s) o
wa}émmmaﬁlﬂﬁzﬁaﬂmwaﬁml

The items should be filled with due care and attention and after devoting adequate time. Any attempt to
fill the report in a casual or superficial manner will be easily discernible to the higher authorities. :

VT 3O quiAeRs €7 F R an | FAN I O e A FE & T B | YR FRAN T T
I & T e R_ifer ¥ ) et 3R vedet s g s s 9F sEY R wor A st &
& FY AT X 3 | gegw s wraRer sm wr vt R S |

Every answer shall be given in a narrative form except where numerical gradings is to be awarded. The
space provided indicates the desired length of the answer. Words and phrases should be chosen carefully
and should accurately reflect the intention of the officer recording the answer. Unambiguous and simple
language may be used.

mmmm,ma@mmwmmaaﬂa&asa;s#a&mgmmmam
W | AR W R Reeide o & WY g v w2, A 30 RE & T 7T 9¢ WIS F T
T T S | wei/Eer B, T ARt qRr waE T F A IR TRy e MR

The Reporting Officer shall, in the beginning of the year, assign targets to each of the officers to whom he
is required to report upon for completion during the year. In the case of an officer taking up a new post in
the course of the reporting year, such targets/goals shall be set at the time of assumption of the new
change. The tasks/targets set should clearly be known and understood by the both the officers concerned.

wﬁﬁrwrawq\wiwa&#maﬁmm%ﬂhw%agm#mwﬁmmwmmmm
[ m:ﬁ%ﬁﬁﬁﬁaﬁﬁ%mw%wwﬁmmﬁvaﬂwmmﬁ%
A ¥ GURIHT FGH 3o amReT |
Although performance appraisal is a year-end exercise, in order that it may be a tool for human resource
development; the Reporting Officer should at regular intervals review the performance and take necessary
corrective steps by way of advice ete.

mmﬂﬁmﬂmuﬁmmmﬁ:aﬁmmmmaﬁmﬁtm. 3TERT, SAER
AR e & o TuRivE avaRE e W &Y |

It should be the endeavour of each appraiser to present the truest possible picture of the appraisee in
regard to his/her performance, conduct, behaviour and potential.

wm.mmmmm*m*m#mmﬁammmn

Assessment should be confined to the appraisee’s performance during the period of report only

TF 3G Y Sl § 7 1 qur2 & 9 o AR (e 10 &t arar 7907 Jryar oG A3 & o) Rk St
%W#mm#mmﬁsﬂﬁammlsﬂrmaamm%ﬁsaﬂ,ﬁmwmhw
& @&y # MR oFar AT | 12 F 4= M 0.0 ¥ ¥ RS awt & @6 . e T qanr &
mmalmwmmtﬁv#ﬁ%ﬁ@ﬁmmmﬂWWWMﬁmm.
mmmmwﬁﬁ.ﬁwaﬁma&m#mmmu
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It is expected that any grading of 1 & 2 (against work output or attribute or overall grade ) would be
adequately justified in the pen picture by way of special failures and similarly any grade of 9 & 10 would
be justified with respect to special accomplishments. Grades of 1-2 or 9-10 are éxpected to be rare
occurrences and hence the need to justify them. In awarding a numerical grade the reporting and
reviewing authorities should rate the officer against a large population of his/her peers that may be
currently working under them,

10, W TR/ & R siee amiw f e w F s ¥, Reaila dst 1 Rer B sme
For purpose of calculating average scores for empanelment/promotion, the following grades will be
considered

8310% < 3 9
Between 8 and 10 Qutstanding
63k 8% dw T IS 7
Between 6 and 8 Very Good
436 & 4w s 5
Between 4 and 6 Good
47 0
Below 4

feouolt / NOTE

Tt ¥ WO A AR A PR afhar @ e e TR -
The following procedure should be followed in filling up the item relating to integrity:-

i)

(i)

o sty fr wefer wiF & o ¥, & s
If the officer’s integrity is beyond doubt, it may be so stated.

IR W W & 7T B @ed o5 BT A AR PEER g # s
If there is any doubt of suspicion, the item should be left blank and action taken as under:

(F) v FeWT @ TN o A SIw AN aw A owRaE A S | Rogoh £ o oy At R F e
W AREEH HAF N o AT & 0, S 7@ PR T B et wad dw oo ¥ ) o
T IO T @ A Rewh @ Ritwg v G a8 8, RO w7 gRT =
wmm*mm*mwmﬁmmaﬁmwmm:mw
e a7, S o fewfy @ )

A separate secret note should be recorded and followed up. A copy of the note should also be sent
together with the Confidential Report to the next superior officer who will ensure that the follow-
up action is taken expeditiously. Where it is not possible either to certify the integrity or to record
the secret note, the Reporting Officer should state either that he has not watched the officer’s work
for sufficient time to form a definite judgment or that he has heard nothing against the officer, as
the case may be.

(@) IR, et FRA & NomwaeT w@F [ o o § wRE H st @ & R ik
- OGER v aRaf e ROE #F w & ae
If, as a result of the follow-up action the doubts or suspicions are cleared, the officer’s integrity
should be certified and an entry made accordingly in the Confidential Report.

(M uﬁmag@amammmwmmmms@.ﬁmmmaﬁm@am
& sne )

If the doubts or suspicions are confirmed, the fact should also be recorded and duty communicated
to the officer concerned.

() ﬁmmﬁm.mqmmﬁmaamgﬁmamémﬁ
mm%mmmmmmemmmwmﬁﬁumﬁmmﬁm

If as a result of the follow up action, the doubts or suspicions are neither cleared nor confirmed the
officer’s conduct should be watched for a further period and thereafter action taken as indicated at
b) and (c) above.

(¢ AT FT FEET G H. 51/4/24-F(F) AT 21.6,1965)
(Ministry of Home Affairs O.M. No.51/4/84-Estt.(a) dated 21-6-1965)
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